
Institute for Early Learning 
 

Professional Development and Training 
 

Changes to  
Registration System 

 

Effective December 2013 
 



REGISTRATION FOR CLASSES will be on a MONTHLY BASIS 
beginning in December 2013.  
 

Registration will begin at 8:30 a.m. on the second Wednesday of each month.  
         
For example: 

In December, classes that begin in January will be available for registration. 
 

 Registration for January 2014 classes will begin Wednesday,           
December 11, 2013 at 8:30 a.m. 

 
In January, classes that begin in February will be available for registration. 

 
 Registration for February 2014 classes will begin Wednesday,          

January 8, 2014 at 8:30 a.m. 
 
In February, classes that begin in March will be available for registration. 

 
 Registration for March 2014 classes will begin Wednesday,             

February 12, 2014 at 8:30 a.m. 
 



Child care professionals may register for six (6) 
Institute for Early Learning courses per year (January 
through December). 
 
Family child care providers may register for an 
additional six (6) Family Child Care Business courses 
per year (January through December). 
 
Registration in webinars, symposiums, professional 
development days will be available in addition to the 
six Institute and six Family Business courses. 
 
 



An Institute for Early Learning flyer will be mailed to 
family child care providers and child care centers. 
 

The IFEL flyer will also be available online on the 
Office for Children’s website:  
 

www.fairfaxcounty.gov/ofc 
 

The flyer will include: 
 

 a listing of classes that begin in the next month, 
 information about the date that registration begins 

for the upcoming month, and 
 a registration form (for use by those who do not register 

online). 



Registration is available online through the Institute for Early 
Learning training database. 
 

www. fairfaxcounty.gov/ofc 
 

 

Registration may also be processed via the automated phone line, by 
FAX, or by mailing a registration form to the Institute for Early 
Learning. These are the same systems that are currently being used 
for registration.  
 
 

The Institute for Early Learning email address has changed from 

dfsifel@fairfaxcounty.gov to childcareclasses@fairfaxcounty.gov. 

 
Please add the new IFEL email address to your contact list as soon as you 

receive an email from the Institute for Early Learning. 



http://www.fairfaxcounty.gov/ofc/ 

To REGISTER ONLINE via the Institute for Early Learning database, go 

to the Office for Children web page: www.fairfaxcounty.gov/ofc.  
 

On the left side menu, click on “Register for Training.” 



Enter your REGISTRATION ID AND PERSONAL IDENTIFICATION 
NUMBER (PIN).  
 

Click on “Log In.” 



To VIEW or EDIT your Contact Information in the IFEL database, click on “Contact Information” above 

your name on your account page. Please update your Contact Information before registering for classes. 

Contact Information 

Address 

Phone Number(s) 

P

o

s

i

t

i

o

n

 

Click “Save” When Finished 
Updating Information 

Email Address 



To CHANGE your PIN (Personal Identification Number) in the IFEL database, click on 
“Change PIN” above your name on your account page. 

Change PIN 

Enter New PIN 

Click “Save” or  
“Cancel” 

Click “Save” when finished changing your PIN or “Cancel” 
if you do not want to change your PIN. 



To see what classes are available, click on 
“ENROLL” above your name.  
 



The courses that are available will be displayed.  
 
The “Course Status” column indicates whether the course is “Open for 
Enrollment,” “Full - Waitlist Available,” or “Course Closed.” 
 

CLICK ON “SELECT” TO VIEW THE DETAILS ABOUT THE CLASS. 



When you click on “SELECT,” the Course Details page will 
display. 
 

IF THE COURSE IS AVAILABLE FOR ENROLLMENT AND YOU 
WANT TO ENROLL IN THE COURSE, CLICK ON “ENROLL.” 



If you enrolled in the course, you will see the 
message, “You have been successfully enrolled.” 

In addition, an email confirmation message will 
have been sent to the email address entered in your 
training database contact information. 

 

CLICK ON “BACK” TO CONTINUE USING THE DATABASE. 
“BACK” ACTUALLY TAKES YOU FORWARD. 



If the course is FULL but you would like to place your name on the Waitlist,            
click on “Waitlist.” 

When your name is placed on the Waitlist, you will see the message, “Course is full, 

You have been added to the Waitlist.” An email confirmation message will have been 
sent to the email address entered in your training database contact information. 



If you have already enrolled in or are on the Waitlist for six (6) courses for the year 
(Institute or Family Business) … and you click on “Enroll” or “Waitlist” …. 

You will see a message indicating, “You are not enrolled or waitlisted in this class 
because you already enrolled in or are waitlisted for the maximum number of classes 
in this category.” 

Remember to click, “Back,” to continue using the database.  



After clicking, “Back,” and returning to your account page, you will see your list of 
courses and your Enrollment Status for each course. If you want to check the details 
of a class, click on the Enrollment Status indicator: “Waitlist” or “Enrolled.” 

The Course Details page will display. If you would like to remain Enrolled or on the 
Waitlist for the class, click the “Back” button to return to your account page.  
If you would like to CANCEL from the course, click, “Cancel Enrollment.”  



After clicking, “Cancel Enrollment,” you will see the message, “Your enrollment has 
been successfully canceled.”  
 

You will also receive an email indicating that your enrollment has 
been canceled.  



If a course has already started, you won’t be able to cancel from the waitlist or 
enrolled status even if you click on “Waitlist” or “Enrolled” in the Enrollment Status 
column. 
 

You can check the “Begin Date” of a course in the third column. 

If you click on “Waitlist” or “Enrolled” in the Enrollment Status column, you 
will see the Course Details display. If the course has already started, the first 
date of the course will show in red text. You will not have the option to Cancel 
from this course. 

Remember to click, “Back,” to continue using the database.  



To see your Training History in the IFEL database, click on “History” above your name 
on your account page. 

History 

In your Training History, you can see the Timeframe for the course, the Course Name, 
the Course Type, your Enroll Status, your Attend Status, and Credits Earned. 
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When you click 
“LOCATIONS,” a new tab 
in your internet browser 
opens to the Office for 
Children website. You 
can click on a location 
from the list of options. 

To view LOCATIONS of training courses, click “LOCATIONS” above your name on your 
account page. 

Locations 



To view HELP related to the IFEL Training Database, click “help” on the 
right side of the page, near the “log out” option. 
 

Be sure to LOG OUT before you click out of the training database. H
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LOG OUT 



When you click 
“help” from the IFEL 
Training Database, a 
new tab in your 
internet browser 
opens to an Office 
for Children 
webpage. You can 
click on a question 
from the list of 
options. 

Why do I need an email 
address? 



http://www.fairfaxcounty.gov/library/internet/internet.htm#e-mail 



When you click 
“help” from the IFEL 
Training Database, a 
new tab in your 
internet browser 
opens to an Office 
for Children 
webpage. You can 
click on a question 
from the list of 
options. 

I forgot my 
Registration 

number (or PIN 
number). How do I 

get it? 





www.fairfaxcounty.gov/ofc/ 

You can access the General Information (Frequently Asked Questions) 
related to the IFEL Training Database (the page you go to when you click 
“HELP” in the database) on the Office for Children website. 
 
Click “Professional Development and Training” on the left side listing.  



General information about training. 

After clicking “Professional Development and Training” in the left side 
listing, the Institute for Early Learning page will display. 
 
General Information as well many useful links can be found on this page.  



EMAIL CONFIRMATION LETTER: If you have an email address entered in 
the training database, you will receive confirmation of your registration 
by email on the same day you register for a class. Please check and, if 

needed, update your email address BEFORE you register for classes. 
  

Indicates if you are enrolled 
or on the waitlist. 

Shows all of the 
class dates and 
times you need 

to attend to 
earn credit for 

the course. 

Class Location 



If you cancel a class in the training database, you will 
receive an email confirming the cancellation. 

         
Email indicates 

you have 
cancelled a class. 



If you do not have an email address in the training database, you 
will receive a confirmation of your registration by postal mail. 

    
Enroll 
Status 

Confirmation letter 
indicates if you are 

Enrolled in a class or on 

the Waitlist for a class. 
Please check the Enroll 
Status column to be sure. 



Within the week before a class starts, a reminder email 
will be sent to you. Please reply to the email to let us 

know if you will be attending the class. 

    

Reminder email 
will include 

directions to the 
class location. 



Institute for Early Learning 
 

Professional Development and Training 
 

Information Line 
703-324-3044 

 

FAX 703-803-0116 
 

childcareclasses@fairfaxcounty.gov 
 


